Report for 1st Quarter [July - September, 2006] 
Administrative Services Department
Submitted by Mary McLaren

Hung 4 quilts in the King Building (2 in the Great Hall, 2 in the office of the Director of Preservation and Digital Programs Department). 
Transported 2 cabinets containing League of Nations microfilm from King Addition to Young Library. 

Instructed Writing Center staff on how to dismantle Knoll workstation walls. 
Moved 30 sections of unused shelving from the Engineering Library to King basement storage.  

Moved Mary Molinaro’s office; Moved display cases in Special Collections.

Installed 2 new Book Return bins in front of Young Library.

Had both library vans serviced, as needed (new tires, alignment, brakes, fluids, filters).

Built a vacuum easel and installed it on the wall for use by Digital Programs. 

Made sweeps of the building to locate leather chairs that patrons has moved into their own work/study spaces on 2 occasions. 
Delivered book trucks to branch libraries.

Delivered materials to Good Barn and furniture to Memorial Hall for Libraries-sponsored events. 
Constructed a platform for Preservation’s paper cutter.

Assisted with move of the Academic Enhancement offices from 5th floor Young to basement staff area, including locating and installing furniture, assisting with communication orders and computer connectivity. 

Facilitated the move of the “H” collection from King IDRC location to a temporary location in Young Library. 

Queried staff, ordered replacement keys for office overhead bins and desk drawers. 

Ordered an assortment of Knoll workstation pieces and parts. 
